DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380-0001

MCO 5210. 13C
ARDB
22 Aug 1988

MARI NE CORPS ORDER 5210.13C WCH 1

From Commandant of the Marine Corps
To: Di stribution List

Subj:  MARI NE CORPS M CROFCRM MANAGEMENT PROGRAM

Ref:  (a) SECNAVI NST 5210.12C ( NOTAL)
(b) MCO 5210. 11D
(c) MCO P5233. 1
(d) MCO P5231. 1A (NOTAL)
(e) MCO 5210. 12F (NOTAL)
(f) MCO P5600. 31F

Encl (1) cuidance for Devel opi ng and Anal yzi ng Non- ADP
M crof orm Systens and Requirenents
(2) Basic Mcroforns Approved for Marine Corps Use
(3) Funding CGui dance
(4) dossary
(5) Format for Requesting a New Non- ADP M croform
I nformati on System
(6) Format for Requesting New or Additional Non-ADP
Equi prent for an Approved M croform Information
System
* (7) Format to Request Conventional Non-ADP M croform
Servi ces

1. Purpose. To set forth the policy, objectives, and
responsibilities for the Marine Corps M crof orm Managenent
Program and to publish standards applicable to mcroform
systens and equi prent.

2. Cancellation. MCO 5210.13B.

3. Authority. The Secretary of the Navy has identified

m cr of orm managenent as an el enent of the Records Managenent
Program and has directed, through reference (a), inplenentation
of a mcroformprogramw thin the Departnment of the Navy (DON).
In conpliance, the CMC has inplenented a subordi nate programto
gui de the Marine Corps use of mcrofornmns.

* 4, Policy. Mcroforms will be used whenever they can
contribute to the effectiveness of an organi zation. Decisions
to convert records to mcroform to acquire m crographics

equi pment to support mcroformsysten(s), to request mcroform
services, nust be justified.
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5. Background. There is a continuing enphasis on the need to

i nprove nethods of storing, controlling, and distributing

i nformati on throughout the Departnment of Defense (DoD). Although
mcrofilmhas traditionally been considered a nediumfor storing
| arge quantities of inactive records, the general use of

m crof orms has expanded into conplete and active information
systenms. As a result of technol ogical inmprovenent in

conmput er-out put-mcrofilm(COV, conputer-assisted-retrieva
(CAR), and source docunent m crographics, well-designed

m crof orm systens now offer a dynam c, cost-effective nedi um

for inmproving nmethods of recording, storing, and distributing
vast anounts of data.

6. Goals and bjectives

a. The overall goals of the Marine Corps M croform
Managenment Program are to guide and coordi nate m croform
requi renents and applications by ensuring the cost-effective
use of microforns. To achieve these goals, specific objectives
i ncl ude:

(1) Reducing costs.

(2) Resolving paperwork problens.

(3) Devel opi ng user-oriented systens.

(4) Inproving equipnent utilization.

(5) Providing information, guidance, and assi stance.

b. To acconplish these objectives, the Marine Corps
M cr of orm Managenent Programwi || :

(1) Provide guidance for the analysis, design
eval uation, and inplenentation of mcroformsystens throughout
the Marine Corps.

(2) Publish standards, nonitor systens devel opnent,
and ensure that Marine Corps mcroformsystens are conpatible
within the Marine Corps and with other DoD m crof orm products and
syst ens.

(3) Ensure that the quality of mcrofornms produced
neet Marine Corps as well as National Archives standards.

7. Responsibilities

a. The CMC (ARDB) is the central reference point for al
matters involving mcrographics and is responsible for
adm ni stering the Marine Corps M croform Managenent Program
These responsibilities include the foll ow ng:
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(1) Devel oping and issuing detailed instructions for
adm ni stering the program

(2) Evaluating requests for mcroformsystens, equi prment
and services to ensure that the devel opnent of new or
substantially redesigned systens are supported by justification
whi ch warrants the cost of the systemover its life cycle.

(3) Coordinating with other DoD agencies to ensure that
Marine Corps mcroformsystens are conpatible, to the nmaxi num
extent possible, with those of other agencies.

(4) Coordinating with the CMC (ARD/ ARG LFS/ MPRO for
identification of funds to support all non-ADP associ at ed
m cr of orm equi pnent or services.

(5) Providing mcroformequi pnment reconmendations to
activities in the supporting establishment and the operating
forces via the CMC (L).

(6) Coordinating with the CMC (ARE) for printing and
publ i cation managenent activities for those mcroform systens
determ ned to be m cropublishing systens.

(7) Coordinating with the CMC (ARDB) when microfil m ng
tenporary and permanent records.

b. The CMC (CCl) maintains cogni zance over the devel opnent
and i nmpl ementation of nmicroformsystens internal to the ADP
environment and is responsible for the foll ow ng:

(1) Coordinating the funding for ADP-associ ated
m cr of orm equi pnent .

(2) Directing the establishment of Regional M croform
Centers to provide mcrographic support to all Marine Corps
activities on a geographic basis, where feasible.

(3) Providing the CMC (ARDB) with a copy of each
approved ADP-associ ated nicrof orm system request.

(4) Ensuring that requests for systens that produce
permanent records on microfilmw th no paper original (e.g.,
COM), are staffed to the CMC (ARDB) prior to approval.

c. Marine Corps commanders are responsible for the

supervi sion and execution of the Marine Corps Mcroform
Managenment Programwi thin their comrands.
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(1) Major supporting establishnment commanders wil |

assign responsibility for COM systens to the Marine Corps Centra
Design and Progranm ng Activity (MCCDPA), Regi onal Automated
Support Center (RASC), Infornation Systens Managenent O fice
(I'SMD), or an appropriate organization; the responsibility for
non- ADP m crof orm systens will be assigned to the appropriate
staff offices.

(2) Al other comranders will ensure that the provisions
of this Order and reference (b) are adhered to in the devel opnent
of Il ocal mcroform prograns.

8. Records Managenent. Records microfilned will be managed per
reference (b).

9. COM The COM systens which utilize automatic data processing
equi pment resources will be devel oped and justified per
references (c) and (d).

10. Technical Data Repositories. Mcroformsystens that are
concerned only with engineering drawi ng/ data are governed by
reference (e).

11. Mcropublishing. M crographic devices used for
m cropubl i shing systens will be acquired and managed per
reference (f).

12. Action

a. Commanders and HQMC staff agencies anticipating
requi renents for mcroformsystens and/ or equi pnent will utilize
the guidelines in enclosures (1) through (4) to evaluate their
requi renents. Submit requests to the CMC (ARDB) per formats
prescribed in enclosures (5) and (6).

* b. HQMC staff agencies will subnit requests for non- ADP
m crof orm servi ces per format prescribed in enclosure (7).

c. Records Disposition. Requests for new or additiona
non- ADP mi cr of orm syst ens/ equi pnent/services to include al
rel ated background data accunul ated during the various planning
phases.

(1) Approved Requests

Retention Period: Permanent. Transfer to the
Washi ngton National Records Center, Washington, DC 20409, or a
desi gnated Federal records center 7 years after date system
equi prment/ servi ces has been determ ned operational. (Note: |If
syst enf equi pnent was upgraded during the 7-year period, retain
onboard for 7 years from date upgrade becane operational.)
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(2) Disapproved Requests

Retention Period: Destroy 2 years after request has
been di sapproved.

13. Reserve Applicability. This Oder is applicable to the
Mari ne Corps Reserve

y direction

DI STRIBUTION: A less

Copy to: 8145001 (1)
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DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
WASHINGTON, DC 20380-0001

MCO 5210.13C Ch 1
ARDB
27 Nov 89

MARI NE CORPS ORDER 5210.13C Ch 1

From Commandant of the Marine Corps
To: Di stribution List

Subj:  MARI NE CORPS M CROFCRM MANAGEMENT PROGRAM
Encl: (1) New page inserts to MCO 5210. 13C
1. Purpose. To transmit new page inserts to the basic Oder.

2. Cancellation. HQO 5210. 8B.

3. Action

a. Renove the letterhead page and pages 2, 3, 4, and 5;
replace with correspondi ng pages in the encl osure.

b. Insert new page enclosure (7) in the basic O der.

c. \Werever the organizational code "HQSP-5" appears,
change to read "ARDB" throughout.

4. Change Notation. Paragraphs denoted by an asterisk (*)
synmbol contain changes not previously published

5. FEiling Instructions. File this Change transmittal
i mredi at el y behind the signature page of the basic O der.

Fi )

By diVectli

DI STRI BUTI ON:  PCN 10207490101

Copy to: 7000110, 080 (5)
8145004, 005 (2)
7000144/ 8145001 (1)
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GUI DANCE FOR DEVELOPI NG AND ANALYZI NG
NON- ADP M CROFORM SYSTENS AND REQUI RENMENTS

1. The potential applications and advantages to be derived from
mcrofornms are linmted only by the imgi nati on and creativeness

of the systemdesigner. Mcroforns are particularly useful in an
i nformati on system because they can be either infornmation car-
riers or an information storage nedium The overriding factor in
the design of a mcroformsystemis that it nust be user-oriented.
O her maj or considerations are:

a. The system design should incorporate sufficient flexi-
bility to take advantage of the rapidly expandi ng technol ogi ca
i nprovenents in equi pnment and techni ques.

b. Systens devel oped unilaterally should be conpatible with
ot her systens devel oped throughout the Marine Corps, to the
maxi mum ext ent possible, to facilitate exchange of infornmation
and to mnimze equi pment support requirenents.

c. Mcroformnust be in the formats prescribed in
encl osure (2).

d. Mecroformviewers nust contain dual-lenses, 24X and 46X
I ndi vi dual mechani zed retrieval (keyboard) viewers are inherently
nor e expensi ve than standard viewers and nust be cost justified
for each individual application.

e. Mcroformviewer/printers nust conformto M L-V-80241B
(dual -1 enses, 24X and 48X). Additionally, a viewer/printer rmust

be an essential system conponent. |Its use nust be supported by
extensive, detailed justification, to include specific plans for
| ocal control. The capability to produce copies using plain bond

paper shoul d be consi dered when sel ecting printers.

f. Wen permanent records are nmicrofilnmed, a silver halide
master (or duplicate) plus one copy (silver halide, diazo, or
vesicular) are required by the National Archives and Record
Service (NARA). These copies will be verified for conpl et eness
and accuracy, and transferred to the Washi ngton National Records
Center, 4205 Suitland Road, Suitland, NMD 20409, or an approved
Federal records center. Include the nanme of the organization
title of records, nunmber or identifier for each unit of film
security classification, inclusive dates/nanes or other data
identifying the records as a unit of film and certification by
an official that the mcroforns were produced in the norm
course of the activity's operations and that care has been taken
to ensure that the mcroforns are a conplete and accurate copy of

ENCLOSURE (1)
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the original. Detailed instructions for transferring records to
Federal records centers are contained in MCO 5210.11. The
original paper docunents of permanent microfil med records may not
be destroyed without the approval of the CMC ( ARDB).

g. The master film of permanent record mcrofornms and
records mcrofilmed to dispose of the original record will be
i nspected every 2 years during the scheduled life. The inspec-
tion shall be made using a 1 percent randomy sel ected sanple in
the follow ng categories

(1) 70 percent - mcrofornms not previously tested;

(2) 20 percent - mcroforns tested in the | ast
i nspection; and

(3) 10 percent - control groups.

h. The control group shall represent sanples of mcroforns
fromthe oldest mcrofornms fil med through the nost recent.
Results of inspections will be retained for a period of 6 years
after conpletion. Reports of inspections shall be provided the
CMC (ARDB) upon request.

(1) Quantity of mcroformonhand; i.e., nunber of rolls
and nunber of m crofiche.

(2) Quantity of mcroforns inspected.
(3) Condition of microforns.

(4) Defects discovered.

(5) Corrective actions taken

i. The original (master) copy of the microformw Il not be
used for reference purposes. Negative polarity (clear characters
and nunbers on a dark background) duplicate copies of the
original mcroformw Il be used for distribution and reference
pur poses.

2. Justification of a proposed microformsystemis generally
dependent on the conversion of system benefits into cost reduc-
tions. Benefits that can be expected to occur fromthe

devel oprment of mcroformsystens are tangi bl e and intangi bl e.

Al t hough cost data nust generally be derived fromtangible
factors that can be quantified, the greatest benefits of

m crof orm systens are often the intangi ble factors of better file
integrity and increased efficiency to be expected fromthe
availability of nore tinely and easily used infornation

ENCLOSURE ( 1)
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New mi crof orm systens, or major changes to existing systens,
generally satisfy the follow ng requirenents:

a. Increase efficiency and speed the processing of inquiries.

b. Be flexible enough to expand to neet operational grow h.

c. Provide conplete, accurate informati on on demand.
3. Those who design mnicroformsystens should have a workabl e
understanding of filmformats, canmera capabilities, film pro-
cessing and duplication techniques, distribution patterns,
viewi ng and printing equi prment, and ot her technical aspects of a
m crof orm system Systens shoul d be designed to achi eve the
fol | owi ng:

a. Reduce cost.

b. Reduce file maintenance and filing errors.

c. Reduce record retrieval tine.

d. Provide file integrity.

e. Be easily operated.
4. During the design of mcroformsystens, comercial vendors
may be contacted to obtain up-to-date information on the capa-
bilities, limtations, and cost of equipnent. A conmtnent to
purchase equi prent will not be rmade or inplied prior to system
approval by the CMC (ARDB).
5. For technical assistance in the devel opnment and operation of
m crof orm systens, contact the CMC (ARDB), commerci al
(202) 694-1482 or AUTOVON 224-1482
6. Appendi x A provides guidance for planning a mnicroform system

and appendi x B provi des gui dance for the required cost/benefit
anal ysi s.

ENCLOSURE ( 1)
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PLANNI NG A NON- ADP M CROFORM SYSTEM - FI VE PERFORVANCE PHASES

1. PHASE |: Analytical Study. Data collection and functiona
anal ysis are conducted to establish the system objectives/
alternatives, prior to the formulation of specific hardware and
software requirenents. File utilization, storage, nmintenance,
di sposition, and conversion factors should be exani ned in detail
Subnmit a copy of this analysis in the request for the system

2. PHASE |Il: SystemDesign. Feasibility evaluations and

cost - performance/trade-of f anal ysis should be enployed to opti -
m ze systemselection. The major variable attributes to be
consi dered during phase Il are:

a. Eaquipnent Vari abl es

(1) Equipnent identification and functions.
(2) Capability per unit.

(3) Uilities required by equiprment (i.e., electricity,
drai nage, vents, etc.).

(4) Purchase and rental costs.
(5) Consunabl e costs.
(6) Conpatibility requirenents.

b. Manpower Vari abl es

(1) Desired operator efficiency rates.

(2) Training required to achi eve desired operator
efficiency rates.

C. I nformation Vari abl es

(1) Total nunber of records in the systens.
(2) Frequency of inputs and updates.

(3) Frequency of retrievals.

(4) Retrieval tinme required by user.

(5) Required nunber of users.

(6) Operation schedul es.

Appendix A to
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3. PHASE |1l: System Specifications. Detailed system speci-
fications for equi pnent, processes, and other applicable factors
such as software, logic, and facility requirenents should be
created during this phase of the system design. Consideration
shoul d be given to the planning, training, docunentation, and
syst em support operations necessary to conplete and maintain the
proposed design. Every effort should be made to use procedures
in existing systens.

4., PHASE IV: System | nplenentation

a. The hardware acquisition and inplenmentati on phases are
concerned with the transformati on of the conpleted system design
into software, hardware, and procedural docunentation. Conver-
sion of the file to microformis a najor elenent in this phase
and shoul d be given very careful and detailed attention. Actions
whi ch shoul d be considered during file conversion are:

(1) Programm ng.

(2) File purge.

(3) I ndexing.

(4) Inspection of mcroforns.

(5) Correction of defective film
(6) Method of filing.

b. Hardware acquisition is based on equi prent specifications
devel oped in phase IIl and current procurenent regulations. In
recommendi ng equi pnent for use in nicroformsystens, considera-
tion should be given to the capabilities of |local vendors to
provi de mai nt enance service on a contractual basis, to preclude
the requirenment to train personnel to performthese functions.

5. PHASE V. System Test and Turnover. Ensure verification and
val idation of the systemto provide for a snooth transition to
personnel who will operate and use the system Turnover and
transition training are an integral part of this phase to ensure
conplete integration of the mcroformsysteminto the operations
of the organi zation

Appendix A to
ENCLOSURE (1)



MCO 5210. 13C
22 Aug 1988

COST/ BENEFI TS CF M CROFORM SYSTEM

1. In planning mcroformsystens, a prelimnary cost analysis,
presenting the cost/benefits of the new systemin relation to the
old systemw || be prepared and submtted as part of the micro-
form system proposal, and will consider the foll ow ng costs for
both the proposed and existing system

a. One-Tine Costs

(1) Mcroform production equi pnent.
(2) User equipnent (readers/printers).
(3) Preparation of mcroformproduction facility.

(4) Initial file preparation and conversion (if
appl i cabl e).

b. Recurring Costs (Annual)

(1) Maintenance of equi pnent (production equiprent and
user equi prent).

(2) Consunabl es
(a) Film(master filmand duplicating film.

(b) Chenicals (for processing filmand for
readers/printers).

(c) Paper (for reader-printer).

c. Labor Costs. Identify nunber and grade of each person
required to operate the m croformproduction facility, by
function:

(1) Equi pnent operators.

(2) O her essential tasks.

d. Miling Costs. (If an information dissem nation system)

(1) Preparation of microforns for nailing (identify
speci al techni ques or devices to be used).

(2) Postal rates.
(3) Envel opes (or mailing containers).

Appendix B to
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e. Oher. Identify other costs that may be unique to the
proposed system
2. In determning the econonic feasibility of a m croform

system equi prent nay be anortized over a period of 7 years.
If a longer period of anortization is considered necessary, a
justification for the |longer period nust be provided in the
econom ¢ anal ysi s.

Appendix B to
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BASI C M CROFORMS APPROVED FOR MARI NE CORPS USE

M CROFORM
S| ZE:

REDUCTI ON RATI O

FORNMAT:
FRAMES:

USES:

REDUCTI ON RATI O

FORNMAT:
FRAMES:

USES:

REDUCTI ON RATI O

FORMAT:

FRAMES:

USES:

M crofiche

105nm by 148nmm

24X

14 colums by 7 rows, com c node
98 per fiche

Original source docunents

M crofiche

105nm by 148nmm

48X

18 colums by 15 rows, cine node

270 per fiche

M crofiche, Jackets
4 by 6 inches, with 16mm strips
24X

14 frames by 5 channels, comc
node

70

Active files that nust be updated

ENCLOSURE ( 2)



MCO 5210. 13C
22 Aug 1988

M CROFORM

S| ZE:

REDUCTI ON RATI O

FORNMAT:
FRAMES:

USES:

REDUCTI ON RATI O

FORNMAT:
FRAMES:

USES:

REDUCTI ON RATI O

FORNMAT:
FRAMES:

USES:

ENCLOSURE ( 2)

M crofiche, transparent
el ectr ophot ogr aphy (TEP)

105nm by 148nmm

Nomi nal 27X

14 colums by 7 rows, com c node
98 per fiche

Active files that nust be updated

Roll Mcrofilm

16mm

24X

Si npl ex, com ¢ node

2400 per roll (approximtely)
Large volune sequentially

nunber ed docunents -
reference materi al

Roll Mcrofilm

35mMm

Nomi nal 24X

Vari es

Vari es

Large docunents such as maps,

engi neering draw ngs, newspapers,
etc.



REDUCTI ON RATI O

FORNMAT:
FRAMES:

USES:

MCO 5210. 13C
22 Aug 1988
Aperture Cards
Standard EAM card with 35mm film
Vari es
St andar d
One

Engi neeri ng draw ngs, contract
speci fication diagrans

ENCLOSURE ( 2)
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REPORTS THAT MAY BE SUBM TTED
TO HOMC IN M CROFORM FORVAT

1. Mcrofilmmcrofiche reports may be submitted to HQMC in |ieu
of computer printouts or other conventional (hard-copy) reports,
provi ded:

a. A functional manager at Headquarters Marine Corps has
aut hori zed, by directive, subm ssion of the report(s) in mcro-
formformat.

b. Prior permssion is obtained fromthe CMC (FD) for those
reports pertaining to fiscal/accounting natters.

2. The following mcroforns are acceptable for use:

a. COM My be used in lieu of conputer-printout reports.
M crof orm must be 105nm by 148mmin size, with inages reduced
at a 48:1 ratio.

b. Conventional Mcrofiche. My be used in lieu of standard
typewritten (hard-copy) reports. Mcroformnmust be 105mm by
148mmin size, with inages reduced at least 27:1 or 24:1 ratio.
Format is 7 rows by 14 col unns.

c. McrofilmJackets. May be used in |lieu of standard
typewritten (hard-copy) reports. Jackets nmust be 4 by 6 inches
in size, with images reduced at a 27:1 or 24:1 ratio, on 16nm
strips. Format is 5 rows by 14 col ums.

d. FilmType. Reports nmay be submitted on silver halide
(original) film diazo film or vesicular (thermal) film |If
reports are "permanent records,"” the provisions of paragraph 1f
of enclosure (1) to this Order nust be adhered to.

e. Certification of Mcrofiche Reports. Certification of
reports, when required, nmay be acconplished in either of the
foll owi ng ways:

(1) Cover Letter. A cover letter signed by the certify-
ing officer, may be submitted with the mcrofiche report. The
| etter should be stapled or otherw se attached to the paper
envel ope containing the nmicrofiche.

Appendix A to
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(2) Signature on Film

(a) On COM the rows "N' and "O' of the original
(silver halide) mcrofiche shall be left blank. After the film
is processed, the blank rows shall be covered with a 1/2-by-5-
inch piece of transparent tape, NSN. 7510-00-551-9821. The
certifying officer shall then sign on the tape on the original
m crofiche only. Vesicular or diazo copies of the signed
original mcrofiche nay then be submtted.

(b) On conventional mcrofiche and mcrofil mjackets,
certification nmay be acconplished by signing the | ast page of the
har d- copy report before mcrofil m ng.

3. The following is a partial listing of paper publications
currently produced in microfilmformat:

Comuni cati ons- Tacti cal
(COMTAC) Publicati ons

Stock List SL-1-3 (USMD)

Department of Defense Activity
Address Directive (DODAAD)

COVBEC Material System
(CM5) Publications

Aut omat ed Conmuni cati ons Operating
Requi renents (COR s) Docunentation

4. Viewers to support these applications rmay be obtai ned through

the Defense General Supply Center (RICS9G, DSA, Richnond, VA

Appendix Ato
ENCLOSURE ( 2)
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FUNDI NG GUI DANCE
M CROFORM CATEGORY CATEGORY CATEGORY
EQUI PMENT L L L
COM Recor der * *
COM Tape Drive * *
CAR | nformati on System * *

Step and Repeat Canera *

Pl anetary Camera

Rol | -to-Rol | Duplicator * *
Rot ary Canera * *
Processor * *
I ndi vi dual Fiche Duplicator * *
Fi che Cutter * *
Quality Control Equi prment * *
Peri pheral Photographi c Equi pnent * *

* *

Vi ewi ng Equi pnent

Category | -

Category 11 -

Category |11 -

May be funded with O&VMC or PMC funds,
or as part of the ADP procurenent budget,
when purchased as part of an ADP system

May be funded as class 3 personal capital

pl ant equi pnent, expense or investnent-type
itens, as applicable per current budgetary
i nstructions contained in MCO P7100. 8.

See al so MCO 4200.9 for gui dance on the
acqui sition and control of classes 3 and

4 plant property (station property).

May be funded with Marine Corps Productivity
Enhanci ng Capital I|nvestnment (PECI) Program
funds. PECI provides funding for the pur-
chase of equipnent or facilities that

i ncrease productivity and inproves job
performance. See MCO s 5220.10 and 5220.11
for guidance on the subm ssion of project
proposal s.

ENCLOSURE ( 3)
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GLOSSARY

1. Aperture Card. A standard el ectronic accounting machi ne
(EAM card on which has been nounted one or npbre m croi nages.
Aperture cards contai ning single 35nm m croi mages are conmon in
techni cal and engi neeri ng drawi ng applications.

2. Archival Quality (Archival Standards). The degree to which a
processed print or filmwll retain its characteristics during a
period of storage. The ability to resist deterioration for a
specified |l ength of tine.

3. Bond Paper. Miltiuse white paper for reader-printers
(preferred over nore expensive chenmically treated paper).

4. Caneras. There are three basic types:

(1) Planetary. Produces mcrofilmfrommultisize docunents.
Must be manual ly fed and operated. Produces highest quality film
at | ow production speed.

(2) Rotary. Produces mcrofilmfrom sanme-size docunents
nmechani cal | y passed beneath the lens. Conpromises quality to
obt ai n hi gher production speeds.

(3) Step and Repeat. Produces mcrofiche frommultisize
docunents. Progranmed to place inmages on the mcrofiche in a
predetermned grid pattern. Mist be manually fed and operat ed.
Produces highest quality fiche at | ow production speed.

5. Conputer-Qutput-Mcrofilm (COM. Mcrofilmcontaining data
produced by a recorder from conputer-generated el ectrica
signals. Also called a recorder, it converts conputer data into
human readabl e | anguage, and outputs it on mcrofilmor

m crofi che.

6. Conputer-Assisted-Retrieval (CAR). The capability to have
m crographi c i mages |l ocated or identified by commands initiated
t hrough a conmputer term nal

7. Densitoneter. A device used to neasure the optical density
of an image or base by neasuring the amount of incident |ight
reflected or transmtted.

8. Diazo Film A filmon which the inmage is photographed; and
on which, the images are then devel oped by a dry amoni a vapor
process.

9. Docunent. A paper or group of papers which results in a
single manual filing action, and which for nicrofilm purposes nay
result in one or nore inages.
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10. Dry Silver Film A nongelatin silver filmdevel oped by the
application of heat.

11. Dry Silver Process (Hard Copy). 1In a reader-printer, a heat
devel opi ng process for producing paper prints the size of the
original document from m croi mges. Copies produced by this
process energe fromthe printer conpletely dry.

12. Duplicator. A device used to nmake single or nultiple copies
of a mcroformfroma naster.

13. El ectrophotographic Process (Hard Copy). |In a reader-
printer, an electrostatic process for producing paper prints the
size of the original docunment from m croi nages. Copies produced
by this process energe fromthe printer conpletely dry.

14. Electrostatic Film A filmon which the image is
transferred by a photoel ectrical process; and on which, the imge
can then be devel oped by either a liquid or a dry process.

15. Enlarger-Printer. A reader-printer which can produce paper
copi es of mcroinages |arger than the original docunent.

16. Ceneration. A neasure of renpteness of a particular copy
fromthe original material. The picture taken froma docunent is
termed first generation mcrofilm Copies nmade formthe first
generation are the second generation, etc.

17. Jacket. A 4- by 6-inch transparent plastic carrier with
mul ti pl e channel s or sleeves holding 16mmin flat strips.
Usually, a total of 70 nicroinages can be nounted in a single
jacket. This mcroformis suitable for unitized records that
nmust be updat ed.

18. Master File/Film The file containing the original film or
master records, fromwhich distribution copies are made.

19. Mcrofiche. A sheet of mcrofilmcontaining nultiple-
m croimages in a grid pattern.

20. Mcrofilm Any roll formof film containing mcroi mges.

21. Mcroform A generic termfor any form either filmor
paper, which contains m croi nages.

22. Mcroform System Equi prent and procedures for the produc-
tion, reproduction, maintenance, storage, retrieval, display, or
use of microfornms. A systemmay involve one or nore of the
functions listed above.

23. Mcrographics. The science, art, and technol ogy of docunent
and information mniaturization and associ ated ni crof orm syst ens.
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24. Mcroinmage. A unit of information, such as a page of text
or a drawing, too small to be read wi thout magnification

25. Standards NVA M crofil m standards established by the
Nat i onal M crographi cs Associ ation

26. Polarity. A termwhen used in nicrographic technol ogy
indicates the dark to light relationship of an image on a mcro-
form A negative polarity nmicroformhas clear characters (inages)
on a dark background, and a positive polarity mcroformhas dark
characters on a clear background.

27. Processor. A device that uses liquid chenm stry to devel op
the image on film

28. Recorder. The conponent of a COMunit which converts stored
information to a visible inage on a cathode-ray tube, and which
si mul t aneousl y photographs it.

29. Reduction. Expressed in two ways: (1) The nunber of tines
a docunent has been reduced fromits original size; e.g., 24X (24
tinmes); or (2) the ratio of the linear neasurenents of the
original document size to the size of the microimge; e.g., 24:1
or 48:1.

30. Satellite File. A supplenental or duplicate file containing
copies of the microrecords maintained in the naster file.

31. Silver Halide Film A high resolution silver grain emrulsion
filmdesigned to neet archival standards

32. Transparent-El ectrophotography (TEP). Refers to a process
by whi ch individual mcroimges are xerographically placed on
m crofi che.

33. Thermoplastic Film A filmon which the inmage is formed or
fused by a heat process; and on which, an inage may be erased or
repl aced by reheating.

34. Updatable Film A filmon which it is possible to
repeatedly add an image or several inages w thout affecting any
al ready processed franes.

35. Vesicular Film A filmon which the imge is photographed;
and on which, the image is then devel oped by application of heat.

36. Viewer. An optical device used for reading the information
contained on a mcroform

37. Viewer-Printer. A viewer which can produce paper copy the
size of the original docurment from m croforns.
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FORVMAT FOR REQUESTI NG
A NEW NON- ADP M CROFORM | NFORVATI ON SYSTEM

From
To: CMC ( ARDB)

Subj: Request for Approval of Non-ADP M crof orm System Equi pnent
for (ldentify System

Ref:  (a) MCO 5210.13C

1. Per the reference, it is requested that a nicrof orm system be
approved for (identify unit that will utilize systeniequipnment;
include title, functional |ocation, and tel ephone nunber
(conmercial / AUTOVON). State the office of record having primry
responsibility for maintaining the records.

2. Describe present systeniequiprment that will be replaced and
provi de the follow ng:

a. Gvetitle of records series and conpl ete description of
each records series in detail. Briefly explain the purpose and
the use nade of the records. Subnit representative sanple
(filled in) of records series/reports/fornmns.

b. State whether the records are permanent or tenporary.
Cite the records disposal authority fromthe records disposa
manual (field activities use SECNAVI NST P5212.5B/ C;, HQMC st aff
agenci es use HQO P5212.3E). |If records are not covered by
retention standards, field activities conply with paragraph 4,
part 1, chapter 2 of SECNAVI NST P5212.5C, HQMC staff agencies
conply with chapter 1, paragraph 1003.2b of HQO P5212. 3E

c. Inclusive dates of records and security classification
d. Physical characteristics (paper, mcroform etc.)

e. |f paper records, indicate condition (good, torn, faded,
etc.), color (if other than white), and size (largest, smallest).
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f. Volune of records (quantify by providing an estinated
nunber of single pages, cubic feet, etc.). In the absence of an
exact page count, volune may be conputed by using the foll ow ng
as approxi mat e measur enents:

(1) One letter-size file cabinet drawer equal s approx-
imately 1.25 cubic feet (approxinately 4,000 pages).

(2) One legal-size file cabinet drawer equal s approxi -
mately 1.6 cubic feet (approximtely 4,000 pages).

(3) One lineal foot equals approximately 2,280 pages
(190 docunents equal 1 inch).

g. Estimate the percentage of single sheets of paper
i ncl uded in paragraph 2 above, that have data entered on both
si des.

h. Rate of accunul ation.

i. Describe present nmethod of (1) updating, (2) indexing,
and (3) filing.

j. Estimate of updates of other changes during a specified
sanpl e time period.

k. Describe nethod of retrieving and furnishing information
and show number of such actions during a sanple period.

|. Estimate percentage of searches that require copies of
docunents to be nade and nethod of copyi ng.

m ldentify typical users (excluding the "Ofice of Record")
of information. State how long the users maintain the records
and describe their nmethod of disposing of copies of these records.

n. List types and nunber of personnel enployed in maintain-
ing system i.e., tinme spent in (1) filing, (2) updating,
(3) indexing, (4) retrieving, and (5) copying.

0. List space and equi pnent required for the present
oper ati on.

3. Describe the proposed system equi pnent for which approva
is being requested. (If infornmation requested in specific
subpar agr aphs bel ow is not applicable, so indicate.)

a. Describe proposed nediumto be utilized (aperture card,
magneti c tape, mcrofiche, roll film video tape, etc.); include
m crof orm si ze and reduction ratios to be used.
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b. Explain procedures for converting files and inpl enenting
the system

c. Describe any changes that will result from conversion to
the proposed systemand relate these changes to information
provi ded in paragraph 2 above.

4. List each item of equipnent required for the proposed system
furnish conpl ete descriptive nonenclature, reasons for selecting
that particular equipnent, unit cost, annual i ntenance cost
(per unit), and total equi prment and nai nt enance cost.

a. Indicate whether rental or purchase is contenplated, the
rental cost of each item and the justification for such
sel ecti on.

b. Item ze supplies and costs contenplated to inplenment
proposed system and estimate annual requirenents.

c. Specify difference (if any) in space requirenments under
the proposed system

d. Summarize any contenpl ated savings in funds, space,
personnel, and any expected increase in efficiency that wll
result fromthe proposed system

e. State the proposed source of funds necessary to cover
cost of the system equi pnent.

5. Include a prelimnary cost analysis, see appendix B to
enclosure (1). Requests for replacenent equi pnment for a pre-
vi ously approved system need not include the above infornation
The devel oprment of |arge sophisticated nicroform systens,
potentially requiring | arge expenditures of funds, should be
coordinated with the CMC (ARDB) while still in the conceptua
stage in order to permt nore detailed econom c anal ysis.

6. Provide nane of project officer for this application, include
office, and tel ephone nunber (commerci al / AUTOVON).

(Signature)
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FORVAT FOR REQUESTI NG NEW OR ADDI T1 ONAL NON- ADP
EQUI PMENT FOR AN APPROVED M CROFORM | NFORVATI ON SYSTEM

From
To: CMC ( ARDB)
Subj: Request for M croform Equi pnent

Ref:  (a) MCO 5210.13C

1. Per the reference, it is requested that the follow ng equip-
nment be approved for the (identify system) mcroform system

Equi prent :

Manuf act ur ers:

Model :

Unit Cost:
2. The above equipnment will be used to (replace/ suppl enent)
equi prent which is being used in the mcroformsystem approved by
the CMC on (indicated date and letter reference).
3. The follow ng equi prent was consi dered and eval uated, in
addition to the equiprment listed in paragraph 1: (include a
brief narrative which discusses other equi prments and the reasons

they were rejected).

4. Funding for the requested equipnent will cone from (indicate
fundi ng source).

5. The project officer for this application is (indicate nane,

of fice, and tel ephone nunber (commercial/AUTOVON)).

(Signature)
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FORVAT TO REQUEST CONVENTI ONAL NON- ADP
M CROFORM SERVI CES

From (HQMC Staff Agency)
To: Di r AR ( ARDB)

Subj: REQUEST FOR CONVENTI ONAL NON- ADP M CROFORM SERVI CES
Ref : (a) PHONCON Meeting /ARDB on

1. Per the reference, the following information is provided:

a. Date and Title of Records to be fil ned:

b. Location of Records to be filnmed: Staff agency, code,
room nunber (include a brief summary of the office functions).
functions).

c. Type: Tenporary/pernmanent; original/copies; disposa

authority (cite current disposal instructions).
d. Volune: Inches:
size:. (8 1/2" x 11"; 11" x 14",
conmput er printout,
etc.)

e. Nunber of required copies of the project:
f. Project POC. (Nane, title, phone nunber, room
numnber)
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